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OFFICIAL REQUEST FOR PROPOSAL 

(RFP) PACKAGE 

 

EMS Billing Services for the Fire 

Department 

 
 

Proposals Due:  October 7, 2013 

Submit Sealed Proposals to: 
 

City of Canton Purchasing Department 

Attn:  Randy Dublikar 

218 Cleveland Avenue SW, 6
th

 Floor 

Canton, OH 44702 

 

 

The City of Canton Fire Department 
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PLEASE BE ADVISED THAT THE ENSUING CONTRACT WILL BE FOR A TWO (2) 

YEAR SERVICES CONTRACT.  

 

EACH BIDDER MUST SUBMIT AN “AFFIRMATIVE ACTION PLAN” AND/OR “EEO 

POLICY” PRIOR TO ANY CONTRACT BEING ENTERED INTO. 

 

 

EACH BIDDER MUST SUBMIT THEIR FEDERAL ID NUMBER FOR IRS PURPOSES. 

The bidder must print this entire package and submit in its entirety. The 

City requests that the bidder submit five (5) copies. 

 

PLEASE ACKNOWLEDGE THAT YOU HAVE READ THE ABOVE 

REQUIREMENTS BY SIGNING BELOW. 
 

 

 

. 

DATE       SIGNATURE  
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1.0  Scope & Classification 

 
1.1 Scope:  The City of Canton, in conjunction with Canton Fire Department, is requesting 

proposals to provide the City with a contract for private (3rd party) billing services to 
assist in the collection of ambulance fees for patients transported by Canton Fire 
Department Paramedics.  The City conducts approximately seven hundred (700) EMS 
runs per month for which billing must be processed under this contract.  The contract 
term shall be through December 31, 2015 and may potentially be extended up to two (2) 
additional years. 

  
1.2 Classification: The successful offeror will be responsible for processing all Fire 

Department Paramedic transports and billing all applicable health insurance companies 
and individuals for services provided.  Offerors are encouraged to submit proposals that 
demonstrate their ability, past performance and costs as defined in this request. 

 
1.2.1 Specification Questions:  Questions regarding this bid must be sent in writing via 

email to randall.dublikar@cantonohio.gov no later than 12:00 noon (local time) 
on Monday, September 23.  Responses will be posted as an addendum to this bid 
on the City’s website (cantonohio.gov/purchasing/, under the “Advertisements” 
page) no later than 12:00 noon (local time) on Wednesday, September 25.   

 
2.0  Applicable Publications & Standards 
 

2.1 N/A 
 
3.0  Specifications 
 
3.1 General Information 

 
3.1.1 Term:  The proposed contract shall be in effect through December 31, 2015.  The 

agreement shall have two (2) optional one-year extension periods, if mutually 
agreed upon, through December 31, 2017. 

 
3.1.2 Quantity Estimate:  The Fire Department transports and bills annually for 

approximately 9,000 to 10,000 patient transports annually.  
 
3.1.3 Current Environment :  The City uses Firehouse software to generate Patient 

Care Reports (PCR).  These PCR reports are electronically transferred to the 
current billing services supplier. Therefore, any proposal must include 
compatibility with the Firehouse software. 
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3.2 RFP Overview:   

 
3.2.1 The Offeror’s response to this RFP should be a clear and concise description of 

the Offeror’s capabilities and proposed service offerings, including customized 
reports. 

 
3.2.2 RFP Schedule:  The RFP schedule represents the City’s best estimate of the 

schedule that will be followed.  Exact times for questions and answers and due 
date are noted in this document. 

 
  RFP Issued 
  Deadline for written questions:  approximately 10 days after RFP issued. 
  City responses to questions:  approximately 2 days after question deadline. 
  RFP due:  approximately 10 days after responses posted. 

 Presentations (if needed) will be scheduled no later than 10 business days 
after receiving RFP. 

Winning Offeror chosen:  Will be approximately 10 days after RFP 
presentations. 

  Contract completed:  approximately 30 days after winning RFP is chosen. 
 Contract commencement: As soon as reasonably possible following award 

of the contract. 
 
3.2.3 Evaluation Criteria :   
 
3.2.3.1 Section 1 - Quality and Ability (40 points):  The quality and feasibility of 

the Offeror’s proposal and the ability of the Offeror to perform the 
competently required service. 

 
3.2.3.2 Section 2 – Past Performance (40 points):  The past performance of the 

Offeror as reflected by evaluations from other local governments and other 
current and previous clients. Factors including, but not limited to, quality 
of work, success in controlling costs, and success in meeting deadlines 
will be evaluated. 

 
3.2.3.3 Section 3 – Cost Structure (20 points):  The cost structure of the Offeror’s 

proposal. The evaluation will take into consideration the complexity of the 
pricing structure and the ability to manage costs and cost increases. 

 
 
3.3 Requirements 
 

3.3.1 Needs summary:  Responses to the specific items listed in this section (3.3) will 
be used to evaluate proposals and determine the best offer.  The City plans to 
contract with a private billing company in order to aid in the collection of 
ambulance fees.  
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3.3.2  Proposal Requirements:   
 

3.3.2.1 Section 1 – Quality and Ability (40 points):  The quality and feasibility 
of the Offeror’s proposal; and the ability of the Offeror to perform the 
required service competently. 

 
3.3.2.1.1 Offeror shall provide an overview of their company, including 

locations, company history, and current services the company 
handles. 

 
3.3.2.1.2 Offeror shall provide information on those key 

personnel/employees who will be involved in the day-to-day 
processing of the services for the City.  This shall include any 
specialized training of the employees, experience in the industry, 
and experience with the particular company. 

 
3.3.2.1.3 Offeror shall provide an overview of the proposed services.  This 

shall include a summary of the services that will be provided.  
Detail shall be given to the proposed process (from beginning to 
end), expectations of the City, and whether the proposed system is 
compatible with Firehouse software.  

 
3.3.2.1.4   Offeror shall provide a detailed timeline of how the company will 

implement the billing services for the City.  The timeline shall 
include the notification of the award through the estimated date the 
City will commence using the services of the company. 

 
3.3.2.1.5 Offeror shall describe training provided to Fire Department 

personnel as would be necessary to understand the proposed 
system. 

 
 
3.3.2.1.6 Offeror shall provide sample standard and custom reports that 

would be available to the City through the proposed system.  The 
City expects to receive, electronically, monthly reports (at a 
minimum) for the following: 

 
- Accounts receivable 
- First time billed reports 
- Daily posting registers 
- Monthly credit reports 
- Collection reports (as forwarded to collection agency) 
- Insurance paid to patient report (IPTP) 
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- Special reports upon request    
 
3.3.2.1.7 Offeror shall also provide a description of why your company 

would be the most suitable solution for the City of Canton.  This 
shall also include information on what makes your company stands 
out among other EMS billing companies. 

 
3.3.2.1.8 Company/Billing Practices -  Please answer all of the following 

questions as part of your bid response: 
 

- How many EMS runs does your company annually bill? 
 

- Do you have a process to find insurance information when 
unavailable to EMS crews? If so please describe. 

 
- Does your company perform a SAS 70 audit annually? If 

so, describe company results over the last three (3) years. 
 

- Has your company had a Medicare/Medicaid audit 
performed? If so, describe results. 

 
- Please describe the process timeline from the time you 

receive the PCR until the invoice is sent out. How long 
does this process take? 

 
- Will you accept paper PCR or do you require paperless 

report? If paperless reports are required, do you provide an 
electronic solution? 

 
- If a bill for service is not immediately collected, please 

describe your follow up process. 
 
 

- The City currently works with a collection agency on 
accounts not collected after multiple attempts. Have you 
worked with collection agencies in the past? Please 
describe the process used. 

 
- How are billing complaints / disputes from the public 

handled? 
 

3.3.2.1.9 Timeframe:  Please provide specific information on a timetable 
for processing the City’s bills once the contract is officially 
awarded.  Preference may be given to Offerors who will be able to 
expedite the process.   
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3.3.2.2 Section 2 – Past Performance (40 points):  The past performance of the 
Offeror as reflected by evaluations of the City’s Fire Department, other 
cities or local governments, and other previous clients.  Factors such as 
experience with local government entities, success in controlling costs and 
successful customer service will be taken into consideration. 

 
3.3.2.2.1 Offeror shall provide a brief history of similar services provided to 

organizations of similar size and nature.  This shall include a list of 
all organizations for which EMS billing services have been 
provided in the greater Stark County, or Northeast Ohio area.   

 
3.3.2.2.2 Professional References:  Offeror must provide professional 

references to verify its capabilities, experience, and work history in 
EMS billing services over the past five (5) years.  A minimum of 
three (3) references are required, preferably with local government 
organizations within Northeast Ohio.  The City of Canton may 
contact the reference listed.  References shall include the 
following: 

 
- Customer name, contact name, email address, street 

address, phone number. 
 

- Start and end dates of the services.  
 

- Type of billing services provided and the scope of the 
services provided. 

 
3.3.2.2.3 Offeror shall identify all EMS billing services clients that have 

terminated services with their company in the past five (5) years. 
Briefly explain the reasons for any terminations. 

 
3.3.2.3 Section 3 - Cost Structure (20 points): The evaluation will be based on 

the simplicity or complexity of the pricing structure, the ability to define 
and manage costs, cost add-ons and the potential for cost increases.  

 
3.3.2.3.1 All costs associated with the proposed services are required to be 

clearly stated in the proposal.   
 
3.3.2.3.2 The structure for all standard costs must be stated (charge per 

bill/transport run, percentage of collections, etc.) 
 

- What/how do you charge for your services? Flat Rate Fee?  
Percentage Fee? 

 
- Please describe the services provided for that fee. 
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- Please explain how you normally receive your fees for 
service, by monthly invoice to the city? Do you take your 
fees out of monies collected? 

 
- What is your current collection rate in the State of Ohio? 

 
3.3.2.3.3 Are there any additional / special circumstance charges? (i.e.: 

annual credentialing, audits, start up fees, custom reports). 
  

3.3.2.3.4   Provide proposed quantity discounts. 
 
3.3.2.3.5 Offeror shall clearly state the period of time for which the costs 

provided are fixed.  Circumstances which would bring about a 
price increase must also be clearly stated.  Prices must be fixed for 
a minimum of two (2) years after the start of the contract, as stated 
in 3.1.1.                                    
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BIDDER’S CHECKLIST  
 
A complete proposal packet will consist of the items listed below. 
 
Complete this checklist to confirm the items required in your bid.  Place a checkmark or “X” 
next to each item that you are submitting to the City of Canton.  Failure to submit the listed 
documents may be cause for rejection of your bid.  This checklist should be returned with your 
proposal. 
 
 
_____  Cover sheet (Page 1) 
 
_____  Information (Pages 2) 
 
_____  Specifications (Pages 3-8)  
 
_____  Bidder’s Checklist (Page 9) 
 
_____  Bidder Information/Signature Pages (Pages 10-12)   
 
_____  EEO Forms (Pages 24-28
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BIDDER INFORMATION  
 
 

1.  The Bidder shall provide the following information as part of its bid. 
 
 

a. Name of Bidder                                                                            
 
b. Business Address                                                                            
                                             .                .              .                                                                
    City            State          Zip 
 

c. Business Telephone Number (          )                          .                                              
 

d. Person, address, email and   
 telephone to whom official    

  notices are to be sent   
 

 
e. Person, address, email and   

         telephone for further   
        information regarding   
        this proposal   

 
f. State(s) of incorporation   

        (w/dates of incorporation)   
 

 
g. Principal place of business    _______________________________________ 
 
h.  Local Address (if applicable)  _____________________________________ 
                                                       _____________________________________ 

   
 
 i. Federal I.D. Number  #                              .  
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                                                                                                                     Bid Form  3 
                                                                                                                     Page   2 of 3 
 
 

2. Form of Business Organization. 
 
                    Corporation 
 
                    Partnership 
 
                    Other                           
 

3. The bidder shall provide the names and addresses of all persons interested as principals 
(officers, partners, and associates) in this proposal.  Write first name in full, and give titles for 
offices. 
 

 
 

 
 

 
 

 
 

All of the above, including the signatory to this bid, are citizens of the United States, except 
the following.  (Provide names and addresses of those not a citizen of the United States.) 
 

 
 

 
 

 
 

 
 

4. Name and address of other person, firms or companies interested in this contract. 
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                                                                                                                     Bid Form  3 
                                                                                                                     Page   3 of 3 
 
 
 
 
The undersigned certifies that the bidder has the facilities, ability and financial resources 

available for the fulfillment of the contract if such be awarded to said bidder. 
 
Upon request, the bidder will be expected to amplify the foregoing statements as necessary to 

satisfy the OWNER concerning his ability to successfully perform the work in a satisfactory 
manner. 

 
 
 

     Signed this                 day of                                                    , 20           . 
 
 
 
                                                                            Contractor 
 
  
                                  By                                                                                                  .                                                                                              
                                        (Signature of individual, partner or officer signing the proposal.) 
 
 
                 Please have this page Notarized                                                                                                                        
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PLEASE READ CAREFULLY 

 

PLEASE BE ADVISED THAT BY SUBMITTING YOUR PROPOSAL TO 

THE CITY OF CANTON, THE CITY WILL ASSUME THAT AN 

AUTHORIZED REPRESENTATIVE OF YOUR COMPANY REVIEWED 

SAID RFP TO ASSURE THAT THE PROPOSAL IS/ARE CORRECT 

AND/OR ACCURATE.  
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POLICY STATEMENT 
THE CITY OF CANTON, OHIO IN CONFORMANCE WITH LOCAL, STATE, AND 
FEDERAL REGULATIONS REQUIRE EACH EMPLOYER, CONTRACTOR, AND 
MATERIAL SUPPLIERS WORKING CITY PROJECTS TO BE SIGNATURES OF THE 
FOLLOWING STATEMENTS: 

1. IT IS THE POLICY OF          THAT EQUAL EMPLOYMENT 
OPPORTUNITY BE AFORDED TO ALL QUALIFIED PERSONS WITHOUT 
REGARD TO RACE, RELIGION, SEX OR NATIONAL ORIGIN. 

2. IN SUPPORT OF THIS DOCUMENT      WILL NOT DISCRI- 
MINATE AGAINST ANY EMPLOYEE OR APPLICANT BECAUSE OF RACE, 
RELIGION, COLOR, SEX OR NATIONAL ORGIN. 

3. THE            WILL TAKE AFFIRMATIVE ACTION TO 
INSURE THAT APPLICANTS ARE EMPLOYED AND THAT EMPLOYEES ARE 
TREATED DURING EMPLOYMENT WITHOUT REGARD TO THEIR RACE, 
RELIGION, COLOR SEX OR NATIONAL ORIGIN. SUCH ACTION WILL 
INCLUDE BUT NOT BE LIMITED TO: 
RECRUITMENT, ADVERTISING OR SOLICITATION FOR EMPLOYMENT, 
HIRING, PLACEMENT, UPGRADING, TRANSFER OR DEMOTION, SELECTION 
FOR TRAINING INCLUDING APPRENTICESHIP RATES OF PAY OR OTHER 
FORMS OF COMPENSATION, LAYOFFS OR TERMINATION. 

4. THE OF          WILL MAKE EVERY EFFORT TO COMPLY 
WITH MINORITY UTILIZATION GOALS AS FOLLOWS:    (9%) NINE PERCENT 
MINORITIES IN WORKFORCE ON THIS JOB,   (6.9%) SIX POINT NINE PERCENT 
FEMALE UTILIZATION ON THIS JOB,   (10%) TEN PERCENT OF CONTRACT 
AMOUNT EXPENDED WITH MINORITY BUSINESS ENTERPRISES. 

5. THE OF          SHALL REQUIRE EACH SUB-
CONTRACTOR WE HIRE ON THIS PROJECT TO ADHERE TO, SIGN, AND 
RETURN THIS STATEMENT TO THE CITY. 
 
 
 
 

(Date)       (Name of Company) 
 
 
 
     (Signature and Title of Company Officer) 

 
 

 


